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Overview
s Describe duties of TC
s Provide resources for TC

*¢ Share Veteran TC’s Success Secrets

Welcome
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AER Computer Lab
Mon am — Wed am — RM 211-212
Mon 12:30 Breakout Session I
Learning the Ropes — RM 202
TCAP Achievement Updates — RM 205
Special Education Assessments — RM 204
Mon 3:15 Breakout Session II
Unlocking Secrets of Writing — RM 201
TCAP Achievement Q&A — RM 204
Summary of Cut Score Process — RM 205
Tues 8:00 Breakout Session III
TVASS 101 — RM 204
Diagnostic Assessments — RM 205
Testing in Mobil World — RM 105
Tues 9:15 Breakout Session IV
New Teacher Effect Reports — RM 204

Assessments for ELL — RM 201
Overview of Online Testing — RM 205

Testing Coordinator Session
Tues. 4:15 — 5:15 — RM 204
Tues 1:30 Breakout Session V
EOC Updates — RM 204
EDVantage — RM 201
Tues 2:45 Breakout Session VI
EOC Q&A — RM 204
What is CRA? — RM 205
Intro to Scaling & Equating — RM 201
Wed First To the Top Base Camp
Session VII  8:00-9:00
Session VIII 9:15-10:15
Session IX  10:30-11:30
W1 — Standards & Assessment — RM 204
W2 - STEM — RM 205
W3 — Scopes of Work — RM 206

W4 — Achievement School District — RM 209
W5 — Great Teachers, Great Leaders — Renaissance Ballroom East

W6 — Data Systems — Renaissance Ballroom - Center




Duties of a Testing Coordinator

Serve as system contact for assessment
communications between State & local schools.

% State testing listserv

% Ordering & receiving materials

% Accounting for & shipping materials




Duties of a Testing Coordinator

Attend State Regional Assessment Meetings
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* Fall — October 22-27 — Times TBA

Friday October 2229 Nashville, TPS Campus, Hardison

Monday October 25"—Cookeville, TN Tech Univ, Roaden Ctr.

Tuesday October 26— Knoxville, Sarah Simpson Prof. Dev. Ctr. — Great Rm.
Wednesday October 29" Jackson, Union Univ. Harvey Auditorium

L)

S

*

J/
0’0

XS

%

4

D)

Spring — March....
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Duties of a Testing Coordinator

® Implement State Test Security

Guidelines.

Implement local test security
policy which incorporates, AT A
MINIMUM, the State Test
Security Guidelines.

Monitor compliance of local test
security plan.




%State of Tennessee
Test Security Law

Tennessee Code Annotated (T.C.A.) 49-1-607:

Any person found to have not followed security guidelines for administration of
the TCAP test, or successor test, including making or distributing
unauthorized copies of the test, altering a grade or answer sheet providing
copies of answers or test questions, or otherwise compromising the
Integrity of the testing process shall be placed on immediate suspension,
and such actions will be grounds for dismissal, including dismissal of
tenured employees. Such actions shall be grounds for revocation of state
license.

[Acts 1992, ch. 535, 4]
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Duties of a Testing Coordinator
TCAP

WRITING

TEST ADMINISTRATION MANUAL
2007

Read Test Administration Manual (TAM)

** Familiar with content
** Aware of annual updates

*%* Use as reference tool &%
. Ja

%* Online TAM located

http://www.state.tn.us/education/assessment

State of Tennessee Department of Education
Assessment, Evaluation and Research Division




Duties of a Testing Coordinator

¢ Disseminate information system wide
** Nominate educators to attend:

- Content/Bias Item Review

- Standard Setting Meeting

- Writing Scoring Committee

Setting Committee
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Duties of a Testing Coordinator

Train Building Test Coordinators
on...

w  State Test Security Law
*¢* Security Guidelines

o Local Test Security Policy

o Test Administration Procedures




Duties of a Testing Coordinator

Develop a testing schedule

2010-2011 Fall Spring Summer
Achievement/MAAS April 11-22
EOC Last 10 days of course Last 10 days of course Last 10 days of course
EOC/AYP Dec. 7-10 May 3-6 July 12-15
Gateway — Online Sept 27-Oct 8 Feb 28 — Mar 11 June 13-24
December 6 - 17 May 2 - 20 July 11-22
Writing Pilot — Nov 8-10 February 1
CRA Pilot — Nov 8-10
ELDA Feb. 14 — Mar. 25
ACT March 9

Make-up Mar 29

Explore/Plan

Sept. 20 — Nov. 12




Duties of a Testing Coordinator

TEST DISTRIBUTION CENTER (791} SHIPPING ORDER NO: TEST: TCAP ACHIEVEMENT 2006
0000
SHIPPED TO: TOTAL CARTOMS SHIPRED:
sysTem: 000 PUBLIC or STATE SYSTEMS
ADDRESS scHooL: 000  scHooL TOTAL GARTONE RETURVED:
GITY.STATE ZIP
Bare
FOR SCHOOL / DISTRICT ONLY
[ romwARedouseusEowy |
DESCRIPTION e [ [ mewes | s
o ANT S| UnuseD] | BV || vies [ owses | md [Teral| +1- comenr:
4200 nc
84340 | Test Directions for Teachers co-ee 106
54326 -G
543417 | Tost Diractons fos Teachers | ne

s4227
53493 |Ruler (sheets o1 1)
54342 | Test Directions s Teachers 2] szc

44280 Tast
83493 |Ruler (shoets of 41
44883 ns fos Teachers

Test

Aa251
53494 _|Ruler (sheets of 6)
44420 Answer Shests
4252
53484
44430

Test
Fuiler_{sheets of & 5] s
ngwar Shests

"~ (TM = inactive Tes! Materials

H quantities of test materials roceived ar msuffisient, please contact yaur Testing SPECIAL TEST INFORMATION:
Coowdinator immediately.

Prease mote e 0 woTEs:

% Coordinate, verify, & order online assessment materials.

https://tdoe.randasolutions.com/
% Verify quantities of assessment materials received, distributed, collected, & returned.

% Complete Central Office Distribution Log & verify schools’ Shipping Order Forms.




Duties of a Testing Coordinator

Establish restricted, secure storage area for

test materials.

Implement procedures to ensure all students
are assessed.

Monitor schools to ensure testing schedule
& local test security plan is followed.
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Duties of a Tesfmy Coordinator

Test Name: SGL Summary

2005 TCAP ACHIEVEMENT TEST Report

00171 ALAMO CITY ]

School Name:  ALAMO ELEM ‘ RGVleW) approve) & Submlt SChOOl

| ustz | | Contact Person I Phone | |E-Mail |

34 John Doe (615)222-1234 john doe@state.tn.us

Grade: 3 Teacher Name Stud. Testing Stud. Absent Total Gro up Li S t (S GL) in fo rm atio n

Z::: Smith, Glen ) 1] 22 Online .
—— ST https://tdoe.randasolutions.com/
o e w < Review SGL online.
o o < Approve & submit online to
e e AER for use in processing.

SGL Reports Page 10f 1 10/11/2006



Review, approve, & submit Report of

Irregularity (RI) information

online.

https://tdoe.randasolutions.com/
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Review RI information for each
school online.

Approve and submit online to
AER for use in processing.

Duties of a Testing Coordinator

TENNESSEE COMPREHENSIVE ASSESSMENT PROGRAM REPORT OF IRREGULARITY

RI Serial #

Test:

This form is to be used only if one the following irregularities occurred. For other significant
circumstances, use a Report of Irregular Testing Conditions. Please mark all that apply below:

System Name:

ANDERSON COUNTY

A student or a group of students cheated.

B. Test administrator/proctor provided inappropriate assistance to student({s). Also complete a Breach of
Testing Security Report.

I:l C. A student left or was removed after begining the test and was unable to complete the test or subtest.
Specify reason and number of items completed in documentation below.

D D. For timed tests/subtests, time limits were not observed. This includes receiving unauthorized additional
time or not enough time, working ahead, or going back to a previously completed subtest.

D E. A student completed a test using defective materials or the test became damaged or contaminated. This
form should be used ONLY if the transfer of all information to ancther answer document could not be made.

D F. A student tock the wrong test or subtest. System Testing Coordinator must contact the State for further
instructions.

I:l F. Improper test modifications/accomodations were used.

D G. Other Reasons. Please specify:
I:‘ G. Other Reasons. Please specify:

School Name:

ANDERSON CO HS

Grade: Test Date:
v 1/1/1800 i
1 me (as on the Group Information Sheet]:
3
4
5 #
G Add student to List ->
7
3 he occurrence
9

Update Cancel



Duties of a Testing Coordinator

Ensure each school in system completes
Faculty Student Data information

n timely mannetr.

Hello, Deb Malone [ Updste My Profile ] [ Log OFF ] Change Site

QTN LT TR Site Admin Access viewTo: |

‘ DEPARTMENT iox
OF EDUCATION | co MMUNICATIONS MATERIALS PROCESSING REPORTING

NEED HELP?

PROCESSING > FACULTY / STUDENT > CLAIM STUDENTS

Claim Students Exclude Students Faculty Maintenance

System Name: — Select a System — v

| SelectaSystem I

00171 - ALAMO CITY

00051 - ALCOA CITY

00010 - ANDERSON COUNTY

00541 - ATHENS CITY

00020 - BEDFORD COUNTY

00172 - BELLS CITY

00030 - BENTON COUNTY

00040 - BLEDSOE COUNTY

- BLOUNT COUNTY
- 00274 - BRADFORD SSD

@ TENNESSEE DEPART 00060 - BRADLEY COUNTY N PARKWAY, NASHVILLE TN 37243 : (615) 741-0720 : TDOESUPPORTERANDASOLUTIONS COM

- BRISTOL CITY

- CAMPBELL COUNTY

- CANNON COUNTY

- CARTER COUNTY

- CHEATHAM COUNTY

- CHESTER COUNTY

- CLAJBORNE COUNTY

- CLAY COUNTY

- CLEVELAND CITY

- CLINTON CITY

- COCKE COUNTY

- COFFEE COUNTY

- CROCKETT COUNTY

- CUMBERLAND COUNTY

- DAVIDSON COUNTY

- DAYTON CITY

- DECATUR COUNTY

- DEKALB COUNTY




Duties of a Testing Coordinator

% Assist Building TC with problems or
emergencies.

» Lead investigation of local test security
concerns.




Duties of a Testing Coordinator

% Verify appropriate use & accurate
completion of all Breach of
Testing Security forms.

L)

» Follow Flow Chart in the Test
Administration Manual (TAM).

Tennessee Department of Education
Assessment, Evaluation and Research Division
1252 Foster Avenue
Hardison Complex
Nashville, TN 37243

Breach of Testing Security Report

NOTE: This form is to be used only when reporting a testing security breach. A Repart of Irregularity should be used to report student cheating.

TCA 49-1-607. Noncompli: with security guidelines for TCAP or successor test. Any person found to have not followed security
guidelines for administration of the TCAP test, or a successor test, including making or distributing unauthorized copies of the test,
altering a grade or answer sheet, providing copies of answers or test questions, or otherwise compromising the integrity of the testing
process shall be placed on immediate suspension, and such actions will be grounds for dismissal, including dismissal of tenured
employees. Such actions shall be grounds for revocation of state license.

System School

Test Administrator Grade Test Date

Report pertai

ng to (check one):
D Achievement D Gateway D End-of-Course D Writing D Competency

Explanation of Testing Security Event:
(Be sure to include a description of the event, results from the investigation, actions taken with personnel and recommendations for
student test processing, if applicable. Attach additional pages of explanation and any necessary documents.)

Secure environments
prevent breaches.

Signature of Reporter Date Phone Number

Top copy te be sent to the State Bottom copy to be kept by reporter

ED30%
Reviesd 805
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Duties of a Testing Coordinator
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Collect & review Adequate
Yearly Progress
Demographic Review
forms from each school &
maintain for system records.

Submit one system form in
Breach Envelope to
appropriate AER Program
Manager by priority mail,

Adequate Yearly Progress Demographic Review

System: System #:
School School #
Date:

Assessment:  Achievement [ | Writing | | Gateway/ End of Course [ |

Test Administration: Fall |:| Spring I:l Sun:mcrl:l

School Level Completion

1/We have reviewed all student data on the Student Accountability Demographic Sheets from our
school. To the best of our knowledge the data 1s accurate and complete. I'We acknowledge that this
data will be utilized to fulfill reporting requirements for NCLB, TVAAS and the State report card.

(Circle one)
There were / were not RI/Breach incidents for our school

Building Testing Coordmator Date:
Signature

Sysrem Level Completion

I/We have verified with the Building Testing Coordinator that all student data on the Student
Accountability Demographic Sheets 1s accurate and complete. I/'We acknowledge that this data will
be utilized to fulfill reporting requirements for NCLB, TVAAS and the State report card

(Circle one)
RI/Breach incident forms are / are not enclosed for this school.

System Level Testing Coordinator: Date
Signature

Complete the form for each school administering a TCAP Assessment
The form needs to be signed by both the Bulding Testing Coordinator and
the System Testing Coordinator.

Submit the form in the Breach Envelope to the appropriate Program
Manager in the Office of Assessment, Evaluation and Research.

ED 5223 9/05




Duties of a Testing Coordinator

TENNESSEE COMPREHENSIVE ASSESSMENT PROGRAM
INACTIVE TEST MATERIAL

System Name No. School Name No.

Test Grade/Content Test inistrator

. .
Verity appropriate use &
.
accurate completion of all
Complete one form for each incident type per grade/content area.
This form is fo be used only if the listed incidents occurred ° °
%ﬁ%kum these test materials per shipping instructions and place the transcribed I n aCtlve T e S t M ate rl al

answer document under the appropriate Group Information Sheet [GIS].)

Test booklets with only student names or random marks, except K-3 Achisvement (Place them with used test materials.)
Used writing prompts or directions (Place them with used test materials.)

Test booklets or answer documents with manufacturing defects (System Testing Coordinator must contact the State for Or I I l S o
further instructions.)

'Writing folders with responses, separated at perforation (Place them together under the appropriate GIS, in order. )
Unused. pre-coded Student Groun Lists and GISs (Placs them with used test materials.)

. .
/
O A student marked responses in the test booklet (excluding K-3 Achievement). Demographic data and answers have been 0’0 e rl I I ] ate rla S ace
transcribed onto an answer document and placed under the appropriate GIS. Test booklet to be destroyed is under this form.
O A pre-coded answer document for a student no longer enrolled is under this form. A pre-coded answer document for a

student absent from the Writing Assessment is under this form, and a completed Absentee Form for the absent student is

under the appropriate Writing Assessment GIS. (Students absent from ofher assessments are noted on the answer document I \ {I |,]

and placed under the appropriate GIS for that assessment.) l I I I d e r I S O l I 1d I I O t
A completed Absentee Form for a student who later took the make-up test is under this form (Writing Assessment Only). The
document to be scored is under the appropriate GIS.

There are duplicate answer documents for a student. The document to be destroyed is under this form. The document to be

scored is under the appropriate GIS. b e S C O re d
A student took the wrong test. The incomect test answer document is under this form. The correct test document to be °

scored is under the appropriate GIS. (If the correct test could not be administered, also complete a Report of Irregularity.)

An answer document with student responses is contaminated (e.g., vomit, blood). The answers have been transcribed fo
another answer document and placed under the appropriate GIS. Contaminated documents must be securely destroyed by
the System Testing Coordinator and listed below. If the answers CANNOT be transcribed to a new answer document, ’
complete a Report of Iregularity and contact the System Testing Coordinator.

O An answer document with student responses is damaged. The answers have been franscribed to another answer document
and placed under the appropriate GIS. Damaged documents to be destroyed are under this form. [f the answers CANNOT

.
> Sion ITM hOtOCO &
bJ b/
be transcribed to a new answer document, complete a Report of Irregularity and contact the System Testing Coordinator. . .
0 A student filled in circles on an answer document in ink. Information has been transcribed onto a new answer document and re turn lt materla S tO
placed under the appropriate GIS. The document to be destroyed is under this form.

Number of Documents paper banded under this form-

Student Name(s) and Social Security Number(s) AER
.

8 T R R

o0

TEST Flace this completed form on top of the
ADMINISTRATOR: related test material, paper band and
return to the Building Testing Coordinator. Test Administrator's Signature
BUILDING TESTING Return this form and materials to the
COORDINATOR: System Testing Coordinator.

Building Testing Coordinator's Signature

SYSTEM TESTING Make a copy of this form for system use.
COORDINATOR: Return the form and materials per
instructions in the Test Administration Manual System Testing Coordinator’s Signature

System Testing Coordinator's Phone Number



Duties of a Testing Coordinator

= ¥

Ensure assessment materials are appropriately
completed & 1n specified order when returned for

processing.

‘ e SGL | White Box ‘

Printed copy of On

TAG with Answer Documents

Copy of Shipping
= Order

Paper Band
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Duties of a Testing Coordinator
Answer Documents should
SWE@ re(t)lilned in Whitlé E

boxes within 3 business
days after testing is

leted. .
i 5 White Box |

All other testing materials
should be returned in
brown boxes within 5
business days after testing
is completed.

Brown Box




Student Demographic Data
Verification (SDDV)

information in timely manner.

Duties of a Testing Coordinator

Ensure each school in system completes

=~ NCS SchoolHouse™ Web Site - Windows Internet Explorer

(56~ [l htpyfumw.ncsschoohhouse.com/

File Edt View Favorites Tools Help

||| 42| %] | Live Search tadid
W& IENCS SchoolHouse™ Web Site [7‘ M- B @ - [rPage v GTods~
PEM
SOLUTIONS

Login| Contact Us | Help i !m n

The NCS SchoolHouse™ Web Site offers the following services

You have
the control
to sort, change,
Bre-ID file Upload your state's Pre-ID files electronically and easily. communicate
Enrollment Student enrollments can be viewsd and updated online for each test administration.

Profile YOU maintain your contact and shipping information at your convenience,

A atwill
Additional Grders Forget something? Order an item for a test administration that vas overlaoked the first time around. | 4
Record Changes  Student records can be moved, deleted, edited, or merged, as nesded.
Click on Login to enter NCS SchoolHouse™ Web Ste.

Done

PEARSON

Copyright ©1998-2008
NCS Pearson, nc.
Allrights reserved

Privacy Policy | Terms and Conditons of Use

[§ @ Internet

H100% +
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Duties of a Testing Coordinator

Distribute test results promptly to appropriate school personnel.

Achievement
Available on_Online on Pearson
Access
Individual Profile Report
Class Report
Achievement Level Summary
Report
School and System
Reporting Category Performance
Report
School and System
Disaggregation Summary Report
School and System

Gateway and End of Course
Available on_Online on Pearson
Access
Individual Profile Report
Class Report
Achievement Level Summary
Report
School and System
Performance Summary Report
School/Teacher
System/School
Disaggregation Summary Reports

Student Label

Individual
Profile Report

School and System
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What makes life of $TC easier!

RS meston

Good Building Test Coordinators

%
Ay,
ity

Stress importance of having principal assigh someone to this position who is organized,
structured, prepared, & can follow instructions.

g%y AN powe .,  Trains
10515%06s  proctors
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Strategies for Improving the Process of Educational Assessment
Author: M. Kevin Matter

Journal Article from Practical Assessment, Research, & Evaluation

bttp:/ [ pareontine.net/ getvn.asp2v=6&n=9

’ . .
% Communication

J
000

Training of BTC
% Rewarding & Reinforcing Quality Work

% Continual Improvement in Processes



http://pareonline.net/getvn.asp?v=6&n=9

http://www.state.tn.us/education/assessment/

ddress |$§1 hitkp f fuae, skabe, bn, usfeducation] assessmenk) V| Go L

TENNESSEE.GOV The Of Veh Site of the State of Tennessee

% TVAAS Site

o TAM
Home | Di Data | Reports | Programs Cnli Conts s TENNESSEE
% Proficiency Levels

Department of Education
Lana Seivers, Commissioner

r Assessment, Evaluation and Research Division Practice Test
TENNESSEE
° .
‘ DEPARTMENT The function ofthe Evaluation and Assessment Division is to implement the T4 ; ¢ TCSt SCthule & Tlme Chart
OF EDUCATION Comprehensive Assessment Pragram (TCAPY which includes state-mandater v

assessment programs. This office provides assistance to schools and syste
General Test Taking Strategies [ state tests, testing schedules and procedures, and the appropriate use of stat
results for the improvement of classroom instruction and student achievement

%*  Practice Tests

Mational Assessment of Educational

Frogress (MAEP
g { ) The TCAP currently includes the Achievement Test {grades 3-8), the Writing Te|

Secondary TCAP Assessments Competency Test, the Gateway Tests and the End of Course Tests. \¢ 5
(End of Course and Gateway) ’0’ ACCOI’andaUOﬁS
TCAP Achievement Assessment thed.assessmenti@state th.us
T ARsTaat kil Hardizon Coronlex- TS Carnous__
Tes 2004 TVAAS System Report for Alpha School District
TCAP CRT Math
Tool
Wit Estimated Mean NCE Gain s !
— Grade:| 3 4 5 6 7 E] Wean NCE Gain over Grades .
Growth Standard: 00 00 00 00 00 (TR SCIence
) Growth
State 3.Y1-Ave: 12 0.0 A2 14 D3| State
-0

2002 Mean NCE Gain:

Do - © - [¥] [B] @ POseh Foravones ) (2 2 [H [ B

Std Error:
2003 Mean NCE Gain: 1.0 [ €1 b tate.t _Scored_2.pdf v| B
Std Error: ul 2@ WO Ao |- ®[03- 5 - B wm

2004 Mean NCE Gain:

StdError: 0.3
3-Yr-Avg NCE Gain: 0.1 0.4 WRITING ASSESSMENT G 13 a
Std Error: 1 Write your final composition here.

o 59 gov_coold go any F[qu on, the wordd
Auphen o M(»a? id_be, I wuﬁqg__ﬂ

Grade: 3 4 5 [ z 8
State Base Year
— (1993}, 500 &00 500 50.0 500 500

State 3-Yi-Avg: 48.8 48.8 48.9 47.0 477 46.8 4 g! ‘(Z 3 2 A {‘;}. &m " C% d 1 Oceap ; !m
2001 Mean: 406 415 418 414 38.0 375 Jie 8, E 0 o -
2002 Mean: 391 387 403 404 383 401 me J 2 (ean {!! o de gg‘hh é/ Q gé& Qé
2003 Mean: 0.7 416 432 404 404 374 - /d N
2004 Mean: a7




1 Questions
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Contact Information

Assessment, Evaluation, Research, and e-Learning

Phone:  (615) 741-0720

E-mail: tned.assessment@tn.gov

Web: http://www.state.tn.us/education/assessment/

Department of Education September 12, 2010; Publication
Authorization No. 331852; 150 copies. This public document was
promulgated at a cost of $ 0.38 per copy.
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